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This checklist is designed to ensure that you follow the correct procedures when choosing a new employee.
	1. Determine whether work can be redistributed or otherwise covered by existing employees.
2. If needed, develop rationale for the position.
3. Draft a Position Description using the Position Description Template.
4. Complete the Position Description, including the Person Specification for job.
5. Determine rate of remuneration and obtain authorisation using the Recruitment Approval Form from the appropriate Manager to fill the role.
6. Meet with the Administrator and together complete the Recruitment/Selection Timeline.
(Determine whether applicants should be sought internally, externally, through an agency, and how the role should be advertised.)
a. Set date by which applications must be received.

b. Determine selection method.  For example, single interview? More than one interview? Selection tests? Who will decide the successful candidate?

c. Identify interview panel.
d. Review with administration the process to date including the developed documentation.  (Issue position description together with document containing relevant information on the organisation to interested applicants).
7. Advertise, include Application for Employment and position description online with website advertisement.
8. Shortlist applicants for the role following the closing date using the Shortlisting Guide.
9. If any shortlisted applicants have previously been employed by Company Name, or its predecessors, contact previous Manager for a recommendation regarding reemployment.  (There may have been issues of performance or excessive use of leave that you are unaware of).
Recruitment Checklist (continued)

10. If any shortlisted applicants have previously been employed by Company Name, or its predecessors, contact previous Manager for a recommendation regarding reemployment.  (There may have been issues of performance or excessive use of leave that you are unaware of).
11. Ensure short listed applicants have completed all sections of the employment application prior to interview.
12. Prepare for interviews, including drafting an outline of Interview Format.  Ensure that each applicant is asked the same interview questions (although follow up questions will vary). Review Non-Discrimination Guidelines.
13. Interview candidates and complete Interview Evaluation.
14. Complete presentations or other selection processes, e.g. Presentation Assessment Guide.
15. Seek the consent of the (favoured) interviewees to contact referees and complete Reference Check.
16. Obtain consent to and conduct Police Check if appropriate.
17. Obtain consent to conduct a Credit Check if required. Contact EQ Consultants for assistance.
18. Check the Employment Application Form to review candidate’s fitness for the role. If you are uncertain about the applicant’s comments on the application form, contact EQ Consultants if you require advice.
19. Conduct second interviews if necessary or re-advertise if unhappy with candidates (and recommence process at point 7).
20. Select candidate.
21. Offer successful candidate appropriate employment agreement, and set date for acceptance (see appointment information section 1.3).
22. Once verbal acceptance has been received, advise those unsuccessful candidates (who were interviewed) by phone and ask the Administrator to confirm in writing using Unsuccessful at Interview email.
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